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I Security Model

The DOTD external web site is composed of several areas. The three largest areas of DOTDs public facing web site are
Bid Letting, MyDOTD and SharePoint. This manual focuses on the SharePoint component only.

The Public Information section is the “owner” of the entire site, and, therefore has approve/deny rights on all content.
While Public Information is the owner of the site, individual sections are responsible for their own content. See PPM 51
section on Internet Postings.

The Secretary’s Office is maintaining a list of all individuals responsible to posting content to the DOTD Intranet and
Internet web sites. Individuals wanting to be added to this list must have approval from their Section Head, Division
Head and the Secretary’s Office. Individuals on this list will be trained and then added to the Security components for
the application(s) or web server(s).

Each site will have an “Owner” group. Members of the Owners Group will have the ability to add, update and delete
pages, images, documents and document libraries. Owners must initiate and complete their own “Publishing” work flow
for page content updates in order for this content to be visible on the web site.

Sites will have an optional group called “Contributors”, members of this group have limited permissions, compared to
Owners, but, can update pages, add documents to document libraries and images to image libraries. Contributors must
initiate the publishing work flow which is completed by anyone in the Owners Group.



Il. Web Page Components.

Figure 1 illustrates the basic components that you’ll encounter when updating most web pages.
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Web Page Components

Bread Crumbs

A navigational aid on each web page. These allow the user to keep track of their
location on the DOTD web site.

Content Area

The area of a web page that a user can update with text, images and/or web parts.

Employee Portal

The method of signing into the external website with your domain credentials.

Navigation Menu Items

Links to pages and/or other sites that appear on the left hand side of the page.

Status Box

This box is used to display status messages pertaining to the current web page.
These messages, for example, can indicate if a web page is checked out for editing
(by you or others), or pending approval for final publishing.

Tool Bar

The dark blue bar that appears at the top of the web page after you signin. The
options that appear there depend on your credentials and the web page that you are
viewing.

Web Part

A component on a web page. A Web Part may display your calendar, task list or a
shared documents library. There are other types of Web Parts that show
components like an Excel spreadsheet. You can combine and configure several Web
Parts on a single page to show various components on your site.




[Il.  Sign-In

Before you make any changes to a web page or web site,
you must first “Sign In”.
e Do a “mouse-over” on the text “Employee
Portal” in the upper right hand corner of the
screen (Fig 2).
e The text “Sign-In/Out” should appear (Fig 3),
click on it.
e If you are prompted for your credentials, enter
the credentials that you use to log-in to your
computer every day.

Note:
e If you are not on DOTD premises, you will be
prompted for your credentials.
Once you've successfully signed in, a dark blue bar will
appear at the top of the screen. This blue bar will
contain the actions that can be performed on a given
page, depending on your level of security.

Note:
e If you have security access to update a page, at
minimum - the words “Site Actions” should
appear in the blue bar (Fig 4).
e Otherwise, the options in Fig 5 will appear.

DOTDA-Z | CONTACTUS | SITEMAP | EMPLOYEE FORTAL

Search for Projects, Services, Manuals or Other Information B n E u

| Employment | GIS | Maps | HNews & Events

(Fig2)

DOTDAZ CONTACTUS | SITEMAFP |

GIS | Maps | News & Events

GOVERNMENT I
State and Local Resources

(Fig3)

site actions » i B QIO Page  Publish

— =

iSEANA JEEAIENT oF AboutDOTD | Employment
* RESIDENTS | BUSINESS
In My Community Working With DOTD

Q_p .
Search for Projects, €

LOUISIANA DEPARTMENT OF About DOTD |  Employment
TRANSPORTATION 4 DEVELOPMENT

RESIDENTS BUSINESS
In My Community Working With DOTD

(Fig5)




IV. Help

Site Actions ~ g

| DOTDA-Z | CONTACTUS | SITEMAP | EMPLOYEE FORTAL

%p Search for Proj ., Services, Manuals or Other Information m n E u
About DOTD

LOUISMNA DEPARTMENT OF | Employment | GIS | Maps | News & Events

TRANSFORTATION & DEVELOPMENT RESIDENTS | BUSINESS | GOVERNMENT | INSIDE
In My Community Working With DOTD State and Local Resources La DOTD

(Fig6)

The documentation shown here is also available on-line. After you sign-in (Section Ill), a “HELP” hyperlink
will appear at the top of the page — highlighted in “green” in Fig 6.

After clicking on the “Help” link in Figure 1, the
page shown in Figure 7 will appear. This page is
periodically updated with links to tools and other
instructional material to assist you in your role of
updating a web page.

AboutDOTD | Employment | GiS/Maps | Mews& Events

RESIDENTS | BUSINESS GOVERNMENT |
in My Commundty Working With DOTD State and Local Resources

=
LOUISIANA DEPARTMENT O
TRANSAORTATION & DEVELCAENT

INSIDE
La DOTD




V. Navigation

All DOTD Internet web pages have multiple components to enable a user to navigate to specific areas of the web site. At
the top of every page is a top-level site menu ( Fig 8 ). Clicking on any of these 8 items will direct you to that particular
sub-site. Additionally, depending on the menu item clicked, another navigational menu will appear on the left-hand side
of the web page showing the additional sub-sites available for that menu item ( Fig 9 ).

DOTD

lOUISIANA DEPARTMENT OF
TATION & DEVELOPMENT

out DOTD
Contact Us
DOoTD A-Z
Divisions
Administration
Engineering
Management & Finance
Multimodal Planning

Operations

Employee Portal

eStore

(Fig9)

About DOTD |
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ARl WA WY

Parkway
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Administration

Office of the Secretary
Compliance
Local Public Agencies
Louisiana Transportation
Authority
Engineering
ement & Finance

al Planning

Operations

(Fig10)

DOTDA-Z | CONTACTUS | SITEMAP | EMPLOYEE PORTAL

Employment | News & Events

l BUSINESS GOVERNMENT I
Working With DOTD State and Local Resources

M Jefferson Hwy luam\

(Fig8)

GIS | Maps |

INSIDE
La DOTD

The example menu in Figure 9 shows the available
sub-sites when the “Inside La DOTD” menu option is
clicked.

Note that when clicking a sub-site, a similar menu of
sites below the sub-site (if any) are also displayed in
the Navigational Menu. The example menu in Figure
10 shows the sub-sites available when the
“Administration” menu in Figure 9 is clicked.

Also, highlighted in “green” in Figure 11, are bread crumbs that appear on every page of the site. These items illustrate
where you are on the DOTD web site. This information is useful if you need to direct others to a particular web page in
an email, service ticket or telephone conversation.

POID
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|
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(Fig11)



VI.

Page Functions

Creating A New Page (Owner Only)

Click on “Site Actions” in the tool bar.
Click on “New Page” ( Fig 12 ).

Enter the title for the page ( Fig 13 ).
Click “Create”.

Note the following:

By default, the page name is used for the Title of the
page. The Title should reflect the content of the
page. The title of the page is what is displayed in the
title bar or tab of the browser when a client is
viewing this web page. The title also appears in the
Left-Navigation Bar.

This page will be in “draft” mode until it is published
(see “Publishing A Page”). The “yellow” box will
appear in the upper left hand corner of the page to
indicate that you have this page checked out for
editing ( Fig 14 ).

New Page

J Create a page in this site.

POTD

LOUISIANA DEPARTMENT OF
TRANSPORTANON & DEVELOPMEN!

New Page

MNew page name:

;(Hglz)

This page will be created in the Pages library.

John Doe F'age|

Blank spaces in the page name will be converted to -

Create

] [ Cancel

Status: Checked out
and

editable. Publication
Start

Date: Immediately

Scheduled Bid Openings

Procurement Vendor Info
Links

Home » Inside LaDOTD » Divisions » Mana

Title
John Doe Page

Page Content

(Fig14)



Publishing A Page

Even though you’ve updated the text on a given page, the web page is still in draft mode. The changes made won’t
be visible to the Public until the page is “Published”. Use the following steps to publish a web page:
e Click on the “Publish” tab.

e Click on “Submit” to start the work flow to publish Site Actions - @8 [ Browse  Page [EEIGIEY
the web page ( Fig 15 ). 7 5 “r Approve _ %] status

e Enter a comment describing the change made. This ﬁ -9 G rejeat @  View Tasks
lets the Owner know why the page was updated and submit: Schedule woeta
what to look for to approve this content. Publishing Workflows

e Confirm the start of the work flow by clicking ( Fig 15)

“" H ” H
Continue” ( Fig 16 ). Submit for Approval

Comments:

| -

Spelling:
1 =pelling error(s) found

[ Continue ] [ Cancel
(Fig16)
e When the work flow is started, an email is sent to _—
the list of “Owners” to approve the update. Click
. his message will be sent to the people assigned tasks
“Start” to start the work flow ( Fig 17 ). T—— .
The date by which all tasks are due.
Duration Per Task
NOte that Until the page iS approved' you’” see the The amount of time until a task is due. ChonsetheunitshvusingtheDuratiDnUHE
. . Duration Units Davis)
ye”ow status box is updated to show that this page Define the units of time used by the Duration Per Task
. . . cc ﬁ‘/m
is pending approval ( Fig 18 ). S
them.
Start ) Cancel )
e When the Owner authorizes the update, then the
yellow status box disappears and the web page (Fig 17)

updates are viewable to the public. Status: Waiting for

approval Publication
Start

Date: Immediately

Crownloads

(Fig18)



If You Are An Owner:

Once the workflow has been started, publishing can be
completed on the page or by email.

Publishing By Email:
e Open the workflow email in MS-Outlook (Fig 19)
e C(Click on “Open this Task ..” (Fig 20)
e Click on “Approve” (Fig 21)

Publishing From The Page:

e Navigate to the page to be published. Note the
yellow status box indicating that the page is
awaiting approval (Fig 22).

e Click on the “Publish” tab.

e Click on “Approve” (Fig 23).

What happens if | click “Reject” ?

The changes to this page will not be made public. A
dialog box will appear (Fig 24) to enable the Owner to
document why the update was rejected. The changes to
this page will remain in “Pending” mode until it is
approved or cancelled.

4 Today
~] Municipal Separate Starm Sewer Systems 11:13 Ak
Tasks - Please approve BMPs
=4 Municipal Separate Storm Sewer Systems 11:13 AM
(Fig19)
i .
= Cpen this task..,
Tasks - Please approve
(Fig 20)
Please approve BMPs 7 ==
Status Mot Started
Requested By Jerry ason

Consolidsted Comments  approval started by Jerry Mason on 7/1/2014 11:12 &M
Cornment: comrent in the request box

Due Date

Cornments

This message will be included in your response

Apprave | [cancel | [ Requestchange | [ ReassignTask

These are the comments of the requestor and all previous participants

(Fig21)

Brovwse Page Publish

[:Te,
DOID

LOUISIANA DEPARTMENT OF
TRANSPORTATION & DEVELOPMENT

Status: Waiting for Home » Inside
approval Publication
Start

Date: Immediatsly

In My Community

5
Eggts Management Practices

About DOTD
RESIDENTS |
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Publish
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Approve this page to be a major
wersion,

. =
LOUISIANA DEPARTMENT OF
TRANSPORTATION & DEVELOPMENT

Status: Waiting for
approval Publication
Start

Date: Immediately

Home » Inside LaDOTD »

S
EééntsManagement

RESIDENTS
In My Commur,

Comments:

EXAMFPLE TEZXT:

The information in paragraph two is
incorrect. FPlease correct and resubmit.

[ Cantinue ] [ Cancel

(Fig 24)
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Updating An Existing Page

Updating Text On A Page
e Navigate to the page to be updated.
e Ensure that you are “signed-in” to the
external web site (see Section Ill. Sign-In)
e Click on “Site Actions” in the upper-left hand
corner of the page and click on “Edit Page” (
Fig 25 ).

e The yellow status box should appear,
indicating that the page is checked out for
editing ( Fig 26 ).

Note: if someone else has the page checked
out for editing, you may see a yellow box may
indicating who has this page checked out or
the screen will “flash” and nothing will appear
to have changed. “View All Site Content”
->”Pages” will indicate who has control of the
page.

e C(Click on the “Content Area” of the page (Fig
1). When you do this, the ribbon should
appear illustrating the available tools for
updating the text (Fig 27) and the title of the
page should also appear (Fig 28).

e At this point, you can edit the text as you
would in an MS-Word document or email.
When you are finished changing the text —
click on “Save & Close” (Fig 29).

e Tip: If you make one or more mistakes and
wish to start over, click on the triangle under
“Check-In” and click on “Discard Check Out”.

e To make the changes viewable to the public,
see “Publishing A Web Page”.

Edit Page

/0 :'\ﬂ":cl‘: the content and Web
Parts on this page.
VIO

page status and

RESIDENTS
In My Community

Home @ Inside LalOTD » Division

Highways

& highway s any publc road or

berm freauently imolies a mae

Status: Checked out Home » Inside LaDOTD
and

editable. Publication
Start

Date: Immediately

Highways

A highway is any pub
term frequently implies
under the control of a

Scheduled Bid Openings

Procurement Wendor Info

(Fig26)

Editing Toals.

Site Actions ~ @ M  Browse Page  Publsh [EETURSECS

' i | E L cut
Copy

Save & Close CheckIn  Paste

RS & % 0"> ¢ Selects

Styles  Spelling Warkup
S > Stylesy <3 HTML .

Styles _Spelling Markup

- a
Undo . | B < Uabex, x* ¥-A. A

Edit Clipboard Font Paragraph

( Fig 27)

Title
John Doe Page

Page Content
Highways
A highway is any public road or other public way on land. In North American and Australian English,

the term frequently implies a major road such as a controlled-access highway or an arterial road,
generally under the control of a state or provincial agency instead of a local road authority

(Fig 28)

Site Actions ~ @ E‘

= I
Sawe & Close CheckIn

- -

Edit

(Fig29)
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Updating A Document Library

Most of the documents on the DOTD web site are stored in various Document Libraries. A Document Library, like a
folder in Windows Explorer, has a variety of tools for organizing documents on a web page for easy access and
viewing.

Adding A Single Document:

Navigate to the page to be updated.

Ensure that you are “signed-in” to the
external web site (see Section Ill. Sign-In)
Click on “Site Actions” and “Edit Page” (Fig
12).

At the bottom of the document library, the
option “Add document” will appear (Fig 30).
Click on “Add document”

The “Upload Document” dialog box will
appear as shown in Figure 31. Click on
“browse” to locate the document to be added
and click “open”.

Then click “ok”.

Some Document Libraries are set up to
display additional information about a file,
such as a title, description or effective date.

If your Document Library is configured to
display this information, then a screen similar
to Figure 32 will appear. Note that
SharePoint does not require this information
to be keyed-in in order to upload a
document.

Press “Save” when completed.

O Type Name Modified
E Authorized_Dealer_Certification 12/12/2013 11:22 AM
@ DOA_Assignment_of_Contract_Form 12/12/2013 11:23 AM
'@ DOA_Assignment_of_Proceeds_of_Contract_Form 12/12/2013 11:23 AM
= DOA_Corporate_Name_Change_Agreement_Form 12/12/2013 11:23 AM
@ DOA_Multi-Location_Assignment_of_Contract_Form  12/12/2013 11:24 AM
'@ DOTD_Assignment_Of_Contract_Form 12/12/2013 11:24 AM
E DOTD_Assignment_of_Proceed_of_Contract_Form 12/12/2013 11:24 AM
@ DOTD_Corporate_Name-Change_Agreement 12/12/2013 11:24 AM
= DOTD_Multi-Location_Assignment_of_Contract_Form 12/12/2013 11:25 AM
'@ How_To_Do_Business_With 12/12/2013 11:25 AM

% Add document

File Size
27 KB

51 KB

83 KB

229 KB
528 KB

9 KB

9 KB

148 KB
84 KB

19 KB

(Fig30)

Upload Document

Upload Document
Name:

Browse to the document
you intend to upload. ‘ Browse...

Upload Multiple Files...

Qverwrite existing files

( oK Il Cancel
(Fig31)

Downloads - EPERSONA REQUEST FORM New 03262013 Inside...

W8 Do X

= 53 Copy
Save Cancel Paste Delete
Tem

Commit Clipboard Actions

@ The document was uploaded successfully. Use this form to update the properties of the document.

Name * [EPERSONA REQUEST FORM New 032620 .pdf
Title

Description

Effective Date B

Created at 4/22/2014 1:27 PM by Jerry Mason [l [ Cancel

Last modified at 4/22/2014 1:27 PM by Jerry Mason (8]
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(Fig32)




Adding Multiple Documents:
Although you can add any number of documents to a Document Library one document at a time, this is
cumbersome if you have a large number of documents to upload.

To upload multiple documents, you must first navi

Click on “Site Actions” and “View All Site
Content” ( Fig 33).

The next page, shown in Figure 34, will display
the available Document Libraries. Some sub-
sites have several document libraries and you
may have to scroll to the next page to find a
particular Document Library. Click on the
Document Library that you want to add in
multiple documents.

Under “Library Tools”, click on “Documents” (
Fig 35).

Click on the upside-down triangle under
“Upload Document” and click on “Upload
Multiple Documents”. Note: if this option is
grayed out — check the version of Internet
Explorer that you are using. Windows 7 has
both a 32-bit and 64-bit version of Internet
Explorer ( Fig 36 ). Do not use the 64-bit
version of Internet Explorer.

A “Upload Multiple Documents” dialog box will
appear. Click on “Browse for files instead” (Fig
37).

A “Windows-Explorer” dialog box will appear
to enable you to browse/select any files to
upload (Fig 38). After highlighting the files to
be uploaded, click “Open”.

The selected files should appear in the
“Upload Multiple Documents” window (Fig
39). Click “OK”.

Once the system has uploaded all of the
selected documents, click “Done”.

The documents should now appear in the
document library.

SteActions - @ B B Page

gate to the document library as follows:

Materials Lab » All Site Contant

Displays all sites, lists, and libraries in this site.

Home  Site Map  Residents¥  Business*  Government¥ | Inside LaDQTD
Customer

Satisfaction Survey
District Map

i Create @ site workflows

Forms & Worksheets  pog mant Librariss

Laboratory Units
34 DO NOT USE (documsnts)
Mat Lab Telephone

(e 3 DO NOT USE (images)
WMaterials Sampling
Marual 4 Documents
MATT System Info /b Forms
Codes 4 MatLab_Downloads
(el 4 WATT_MaterialsCodes
(Ms4) Storm water | b MATT_NonGPLSaurceCades
Page 4 MATT_Plant_Codes
Hew Products 4 MATT_SubmitterCades
Bt 4 MATTWorkshest
Library Tools
Site Actions ~ B Browse [ERETSESEITEN BTN

} N

New Upload ~ New
Document » Document » Folder

_ 4§D Upload Document

pioad 3 document from you

puter 10 this borar

§ i Upload Muttiple Documents

your computer to this library
Upload Multiple Documents

Upload multipl
P ¥ your computer

his ibrary

ad multiple documents from

ocuments from

Adobe Reader X -
© Default Programs

@ Desktop Gadget Gallery
& Internet Explorer (64-bit)
’é Internet Explorer

m

& Lenovo ThinkVantage Tools

&3 Microsoft Office Communicator 2007 R.
© Microsoft Web Platform Installer

@ Mozilla Firefox

(Fig 36)

_tﬂDrag

Browse for files instead

[¥] Overvrite existing files

Files and Folders Here

0 out of 0 files uploaded
Total upload size: 0 K&

———
& open =
e
(M) [ » Computer » Windows 74C3 » temp » FinancialServices [ 42 | Search FinanciaiServices o
Organize » New folder = M @
— [ Name Diate modified Type Size
B Desktop (V][] 2014 AFR Portal Access Assistance.pdf  1/2/2004 095720 PDF File 9128
18 Downloads (VI3 2014 AFR Portal Access Assistance.ppte 1/2/20L4 095620 Micrasoft PawerP.. 06 KB

| Recent Places
4 Libraries

% Computer

&L, Windows 7 (C3)
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Deleting A Document:

A document is not deleted from the web page where it
is displayed, but, must be deleted from the Document
Library where it is stored. To do this:

e Navigate to the page that is displaying the
document.

e Ensure that you are “signed-in” to the external
web site (see Section lll. Sign-In).

e Click on “Site Actions” and “View All Site
Content” (Fig 40). Under “Document
Libraries” click on the Document Library where
your document is stored.

e C(Click on the “Documents” tab (Fig 41). Click on
the check-box next to the document to be
deleted. Once you’ve clicked on the check-
box, an option will appear (highlighted in Fig
41) to “Delete Document”.

e C(Click on “Delete Document”.

site Actions ~ @

Upload Multi

Type Name

(B 2014 AFR Portal Access Assistance pdf
[E] 2014 AFR Portal Access Assistance pptx

[V overnrite existing fles

Size Status
971 KB Remove
685 KB Remove

0 out of 2 files uploaded
Total upload size: 2 MB

(Fig39)

Materials Lab » All Site Content

Displays all sites, lists, and libraries in this site.

Home  SiteMap Residents~  Business~ Government t
Customer : .

il Eeale @ Site Workfows
Satisfaction Survey @
District Map
Forms & Worksheets  pooumen t Libraries

Laboratory Units

5y DO NOT USE (documents)
Mat Lab Telephone
bt & Do NoT USE (images)
Materials Sampling
Manual Documents
Forms.

MATT System Info /
Codes MatLab_Downloads.
MATT_MaterialsCodes

MATT_NonQPLSourceCodes

Miscellaneous

(Ms4) Storm Water
Page

MATT_Plant_Codes

-~ | Inside LaDOTD ~

StyleGuide HowDo1?  Help

created by the Publishing feature to store documents

in this site.

m library
sed an p

ated by the Publishing feature to store images that
ite.

Materials Lab Downloadable Forms
Miscellancous files for downloading
MATT System Materials Codes

em - Non QPL Approved Source Codes

MATT System - Plant Codes

Library Tools

Documents

D DR B

New Upload  New Edit
Document ~ Document~ Folder Document

View. Edit
Discard Check Out ~ Properties Praperties X Delete Document

(Fig40)

] Version History Q J i
E-maila Alet  Downloada
Link © Me. Copy

&B Document Permissions

New Open & Check Out Manage Share & Track
Customer [ Type Name Ceiete Documant
Sstisfactionlounyey M 1.1 Web Delete the selected document or |, o
District Map ™ QM 1.1 we documents, .
vl T QM 1.2 Web TZ/15/2015 2:59 PM
Forms & Worksheets ===
] QM 2.1 web 12/19/2013 2:59 PM

14

(Figdl)



Using Images On A Page
Adding an Image To A Page:

e Navigate to the page to be edited, “Sign-In"
(Section 1l1), click on Site-Actions and click on
“Edit Page” (Fig 25).

e C(lick in the Content Area of the page where
you want to insert an image.

e On the ribbon, click “Insert” (Fig 42) and notice
the options available in Figure 43:

o From DOTD Gallery
o From Computer

o From Address

o From SharePoint

Note: Images must first be uploaded to an image
library before it can be inserted onto a web page.
When selecting an image library, do not select any
image library beginning with the text “DO NOT USE”
(Fig 44).

e From DOTD Gallery:

o Selecting this option is the same as
clicking on the “DOTD Image” icon (Fig
42). The DOTD Image library contains
many of the images found on the web
site.

o The screen in Fig 45 will appear. After
selecting an image, click “OK”.

e From Computer:

o After selecting this option, the screen
in Fig 46 will appear. Click on
“Browse” to locate the file on your
computer to be uploaded. Click on the
“Upload to:” drop down to select the
Image Library where the image is to be
stored. Click “OK”.

o After the image is uploaded, the
screen in Fig 47 will appear. The
message “The document was
uploaded successfully...” should also
appear on this window. Click “Save”.

e From Address:

o This is a method of using an image
that is stored on another server. We
do not recommend using this method.
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Edit

e From SharePoint: i
o After seIectlrlg.thls OptIOI"I., a dialog box HE B x
will appear listing the available
document and image libraries (Fig 48). — — =
Peruse the libraries and select the T
image to be used on your web page

and click “OK”.

(Fig47)
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e The image will appear on the area of the page For more information on highways, please visit our home page.
that you selected earlier. Depending on the ;
image that you selected, the picture may be
too large for the content area. You'll need to
resize the image. When you click on the
image, a series of white squares will appear
around the picture ( Fig 49 ). Left-click on one
of the white squares on the corner of the
image and drag to resize the image as needed.

(Fig49)
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Formatting Text Around an Image:

After inserting an image onto a page, ofen the
adjacent text on the page is pushed down the page
(Fig 50). You can experiment with properties of the
image to get the text on the page to flow around the
image. To do this:

e Click on the image, ensuring that the white
squares appear around the picture ( Fig 51 ).

e The “Picture Tools” options will now appear on
the Ribbon at the top of the page ( Fig 52 ).

e Click on “Picture Tools” and click on “Position”.

e Choose one of the “Float” options and notice
how the text flows around the image with
each selection (Fig 53).

e Other options such as the “Horizontal” and

“Vertical Space” control the amount of
padding between the image and the

Overview|

Major highways are often named and numbered by the governments that typically develop and
maintain them. Australia's Highway 1 is the longest national highway in the world at over 14,500 km or
9,000 mi and runs almost the entire way around the continent. The United States has the world's
largest network of highways, including both the Interstate Highway System and the U.S. Highway
System. At least one of these networks is present in every state and they interconnect most major
cities. Some highways, like the Pan-American Highway or the European routes, span multiple
countries. Some major highway routes include ferry services, such as U.S. Route 10, which crosses
Lake Michigan.

( Fig50)
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surrounding text. The “Lock Aspect Ratio”
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like the Pan-American Highway or

= he European routes, span multiple

when you are resizing the image.
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countries. Some major highway routes include ferry services, such as U.S. Route 10, which crosses
Lake Michigan.

(Fig51)
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VII. Tips and Tricks

Draft check A highway is any public road or other public way on | ¥ Unpublished items are detected on the page. View the
the term frequently implies a major road such as a controlled-access highway or an arterial road,
generally under the control of a state or provincial agency instead of a local road authority.

In British English, "highway" is primarily a legal term.
Everyday use normally implies roads, while the legal
use covers any route or path with a public right of
access, including footpaths etc. The term has led
to several related derived terms, including highway
# system, highway code, and highway patrol.

Even after you’'ve saved, published and approved a web
page, some of the components may not appear. These
items also have to be published. One way to check for items ]

that need to be published is by using “Draft Check”: = | O ctorvy e ravel e

For more information on highways, please visit our home page.

Overview

e Navigate to a web page and “Sign In” ( Section Ill ).

e C(Click on “Site Actions” and “Edit Page” ( Fig 25 ).

e Click on the “Page” tab ( Fig 55 ) and click on “Draft
Check”.

e If any unpublished items are found on the page,
you’ll see a yellow status message ( Fig 56 ).
Additionally, you’ll see a red-dotted-line around
each unpublished item ( Fig 54 ). : : the European routes, span multiple

countries. Some major highway routes include ferry services, such as U.S. Route 10, which crosses

e Depending on the component, the procedure varies Lake Michicah,

Major highways are often named
and numbered by the governments
that typically develop and maintain
them. Australia's Highway 1 is the
longest national highway in the
world at over 14,500 km or 9,000 mi
and runs almost the entire way
around the continent. The United
States has the world's largest
network of highways, including both
the Interstate Highway System and
#% the U.S. Highway System. At least
@ one of these networks is present in
every state and they interconnect
most major cities. Some highways,
like the Pan-American Highway or

for publishing these items. Note that not all items (Fig54)
found using this technique actually need to be

published. The “dotted red line” around a

component merely indicates that the web site

cannot validate its’ location or other information.

Please check with Public Information for more

information on these items.

Editing
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H Unpublished items are detected on the page. View the full report in a new window,

_________ ( Fig 56 )
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